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COMMONWEALTH  OF  MASSACHUSETTS 

CIVIL  SERVICE  RULES 

This,  publication  contains  official  regulations  affecting 
public  employment  in  Massachusetts,  which  have  been  promulgated 
from  time  to  time  pursuant  to  G.L.  Chapter  31,  Section  3  and  4. 
Following  are  the  rules  in  effect  as  of  July  1,  1981.  The  rules 
in  effect  prior  to  that  date  which  are  different  are  contained  in 
a  supplemental  publication.  Readers  are  advised  to  consult  the 
provisions  of  Chapter  31  of  the  General  Laws  and  decisions  of  the 
courts,  which  have  interpreted  this  law,  for  a  complete 
understanding  of  state  civil  service  law.  These  rules  should  be 
distinguished  from  the  Civil  Service  Commission  Rules  of  Practice 
and  Procedure,  97  Mass  Reg.  61,  a  separate  set  of  rules  which 
deals  with  Civil  Service  Commission  hearings. 

Questions  about  these  rules  can  be  directed  to  the  Department 
of  Personnel  Administration.  Suggestions  for  change  in  the  rules 
should  be  sent  in  writing  to  the  Legal  Section  of  the  Department 
of  Personnel  Administration. 


CIVIL  SERVICE  RULES 

DEFINITIONS 

Rule  L. 

1.  The  word  "city",  as  used  in  these  rules  and  in  all  ap- 
plication blanks  and  other  papers  prepared  hereunder,  shall 
include  "town"  and,  where  applicable,  any  district  or  authority 
established  under  the  provisions  of  general  or  special  laws. 

2.  Persons  paid  by  the  Commonwealth  or  any  city,  whether 
carried  on  the  regular  payroll,  or  special  payroll  or  by  pre- 
senting a  bill  personally  or  by  some  other  person,  company  or 
corporat  on,  shall  be  deemed  to  be  in  the  service  of  the  Com- 
monwealth or  the  city  within  the  meaning  of  these  rules  unless 
specially  exempt  by  statute. 

3.  The  word  "compensation"  as  used  in  these  rules  and  in 
Chapter  31  shall  be  deemed  to  mean  the  rate  of  wages  or  salary 
paid  to  an  employee  in  accordance  with  the  authorized  and  es- 
tablished classification  and  pay  plan. 

Rule  2 
(Repealed  effective  May  1,  1981) 

Rule  3 
(Repealed  effective  May  1,  1981) 

Rule  4 
(Repealed  effective  January  1,  1981) 


Rule  5. 

1.  Good  character  is  an  essential  qualification  for  admis- 
sion to  the  eligible  list. 

2.  The  burden  of  proof  of  good  character  shall  in  all 
cases  be  upon  the  applicant,  who  may  be  required  by  the  Person- 
nel Administrator  to  furnish  evidence  additional  to  the  infor- 
mation required  to  be  stated  in  his  application. 

3.  The  Personnel  Administrator  may  cancel  an  application, 
suspend  the  same  pending  investigation,  exclude  an  applicant 
from  examination,  refuse  to  certify  an  eligible,  remove  his 
name  from  any  eligible  list,  or  declare  his  appointment  invalid 
upon  proof  of  any  of  the  following  conditions: 

a.  Dismissal  of  the  applicant  or  eligible  from  the 
public  service,  or  his  resignation  pending  char- 
ges. 

b.  Criminal,  infamous,  dishonest,  immoral,  notori- 
ously disgraceful,  dissolute,  or  bad  conduct  or 

character. 

c.  The  knowingly  making  of  a  material  false  state- 
ment by  any  person  in  his  application  or  in  his 
examination,  and  every  connivance  by  him  at  any 
material  false  statement  made  in  any  accompanying 
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certificates,  or  the  commission  of  or  attempt  to 
commit  any  fraud  against  civil  service  law  or 
rules,  or  any  complicity  by  or  benefit  Co  him  in 
any  such  fraud,  before,  during,  or  after  any  ex- 
amination, 
d.  Whenever  it  appears  to  the  Personnel  Adminis- 
trator, from  the  application  or  from  the  record 
of  any  physical  examination,  or  from  any  investi- 
gation made  by  the  Personnel  Administrator,  and 
whether  before  or  after  acceptance  of  the  appli- 
cation or  after  appointment,  that  the  applicant 
is  not  qualified. 

4.  If  the  Personnel  Administrator  declares  an  appointment 
invalid,  he  shall,  after  notice  in  writing  mailed  to  the  ap- 
pointing or  employing  officer,  department,  board  or  commission, 
and  to  such  person,  notify  in  writing  the  treasurer,  auditor  or 
other  officer  whose  duty  it  is  to  pay  the  salary  or  compen- 
sation of  such  person,  or  to  authorize  the  drawing,  signing  or 
issuing  of  any  warrant  therefor;  and  the  payment  of  any  salary 
or  compensation  to  such  person  shall  cease  at  the  expiration  of 
one  week  after  the  mailing  of  the  notice  to  such  treasurer, 
auditor  or  other  officer,  and  no  such  officer  shall  pay  any 
salary  or  compensation  to  such  person,  or  draw,  sign  or  issue, 
or  authorize  the  drawing,  signing  or  issuing,  of  any  warrant 
therefor,  until  the  legality  of  such  appointment  or  employment 
is  duly  established.  No  final  action  shall  be  taken  by  the 
Personnel  Administrator  under  this  rule  without  giving  the 
person  affected  an  opportunity  to  be  heard. 

5.  Nothing  herein  contained  shall  prevent  the  establish- 
ment of  an  eligible  list. 


Rule  6. 

AGE,  HEIGHT,  WEIGHT 

The  Administrator  may,  consistent  with  applicable  law,  es- 
tablish height,  weight,  and  age  qualifications  for  civil  ser- 
vice positions  when  the  needs  of  the  public  service  so  require. 

Rule  7. 
(Repealed  effective  May  1,  1981) 

EXAMINATIONS 
Rule  8. 

1.  The  Personnel  Administrator  shall  establish  procedures 
to  hold  open  competitive  and  other  examinations  to  test  the 
practical  fitness  of  applicants. 

2.  The  grading  of  the  subject  of  training  and  experience 
as  a  part  of  a  competitive  examination  shall  be  based  on  a 
schedule  prepared  by  the  Personnel  Administrator  which  shall 
include  credits  for  elements  of  training  and  experience  related 
to  the  position  for  which  the  examination  is  held. 


3.  An  applicant  may  be  allowed  to  take  an  examination 
subject  to  later  review  to  determine  if  he  meets  the  minimum 
entrance  requirements.  If  it  is  determined  that  an  applicant 
does  not  meet  the  minimum  entrance  requirements,  as  set  forth 
on  the  poster  for  the  office  or  position,  he  shall  be  declared 
ineligible  by  the  Administrator. 


PHYSICAL  EXAMINATIONS 
Rule  9. 

1.  Any  applicant  who  shall  hive  passed  a  physical  examina- 
tion or  test  of  physical  fitness  may,  before  certification,  be 
required  to  undergo  such  further  physical  examination  or  test 
of  physical  fitness  as  the  Personnel  Administrator  may  pre- 
scribe. 

2.  When  a  physical  examination  or  test  of  physical  fitness 
is  ordered  and  an  applicant  fails  to  appear,  the  eligible  list 
may  be  established  notwithstanding;  but  the  Personnel  Adminis- 
trator may  for  cause  shown  allow  such  applicant  to  take  the 
physical  examination  or  test  of  physical  fitness  at  a  later 
date.  If  the  applicant  subsequently  passes  such  a  physical 
examination  or  test  of  physical  fitness,  his  name  will  be 
placed  on  the  eligible  list  in  accordance  with  the  provisions 
of  the  Civil  Service  Law  and  Rules. 

3.  The  examining  physician  shall  make  a  report  of  the 
physical  condition  of  the  applicant,  and  the  Personnel  Adminis- 
trator shall  have  discretion  to  accept  or  reject  any  applicant 
in  accordance  with  the  degree  of  disability  found  to  exist. 
This  applies  to  police  and  fire  as  well  as  to  all  other  appli- 
cants; provided,  however,  that  the  standards  shall  not  be 
waived  or  dispensed  with  in  the  case  of  any  applicant. 


ELIGIBLE  LIST 
Rule  10. 

1.  The  examination  papers  of  persons  examined  shall  be 
marked  and  graded,  and  the  results  recorded.  Separate  eligible 
lists  may  be  kept  of  those  seeking  to  enter  any  .  part  of  the 
service  in  which  special  qualifications  are  required. 

2.  Any  person  whose  appointment  has  been  legally  made  or 
authorized  from  the  eligible  list  under  the  civil  service 
rules,  and  whose  service  has  been  terminated  without  fault  or 
delinquency  on  his  part  during  the  probationary  period,  may, 
upon  his  request  in  writing  made  within  six  months  from  the 
date  of  termination  of  his  service  and  if  the  eligible  list 
from  which  he  was  appointed  has  not  expired,  have  his  name  re- 
stored to  the  eligible  list  for  the  remainder  of  the  period  of 
eligibility  of  the  list  from  which  he  was  appointed.  If  there 
is  no  adequate  list  to  fill  a  vacancy  and  request  for  restora- 
tion is  made  during  the  period  of  eligibility  of  the  list,  the 
Personnel  Administrator  may,  in  his  discretion,  restore  for  the 
remainder  of  the  period  of  eligibility  of  the   list  the  name  of 
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a  person  who  did  not  make  written  request  for  restoration  to 
the  eligible  list  during  the  six  month  period  following  the 
date  of  the  termination  of  his  service. 

3.  When  eligible  lists  for  the  same  position  are  estab- 
lished as  the  result  of  open  competitive,  departmental  promo- 
tional or  competitive  promotional  examinations,  names  shall  be 
certified  first  from  the  list  established  from  the  departmental 
promotional  examination,  second  from  the  list  established  from 
the  competitive  promotional  examination,  third  from  the  list 
established  from  the  open  competitive  examination  held  for  that 
specific  department  or  division  of  a  department  and  last  from 
any  open  competitive  examination  in  accordance  with  the  proce- 
dures established  by  the  Personnel  Administrator. 


REQUISITION  AND  CERTIFICATION 
Rule  11. 

1.  Whenever  any  appointing  authority  shall  make  requisi- 
tion to  fill  a  position,  the  Personnel  Administrator  shall,  if 
a  suitable  eligible  list  exists,  certify  the  names  standing 
highest  on  such  list  in  order  of  their  place  on  such  list,  ex- 
cept as  otherwise  provided  by  law  or  civil  service  rule.  Inso- 
far as  possible,  sufficient  names  shall  be  certified  to  enable 
such  appointing  authority  to  make  appointments  from  among  the 
number  specified  in  Rule  15. 

2.  Unless  an  appointing  officer  shall,  within  three  weeks 
of  any  certification  of  names  to  him  by  the  Personnel  Adminis- 
trator, make  and  notify  the  Personnel  Administrator  of  an  ap- 
pointment from  the  names  certified,  the  certification  shall 
become  void;  provided,  however,  that  the  Personnel  Administra- 
tor, in  his  discretion,  may  limit  or  extend  the  term  of  any 
certification,  or  ratify  any  appointment  made  from  such  certif- 
ication. 

The  Personnel  Administrator,  however,  may  before  or  after 
an  appointment  has  been  made  cancel  a  certification,  if  he 
finds  that  the  certification  was  made  in  error,  or  that  any 
person  certified  was  placed  on  the  eligible  list  through  mis- 
take or  fraud;  and,  if  a  person  has  been  appointed  from  such 
certification,  he  may  revoke  his  appointment  and  order  his  dis- 
charge. No  person,  however,  shall  be  deemed  to  have  been  ap- 
pointed or  promoted  to  any  position  requiring  certification  by 
the  Personnel  Administrator  from  an  eligible  list  unless  the 
appointing  officer,  prior  to  the  date  of  expiration  of  such 
eligible  list,  shall  have  notified  the  Personnel  Administrator 
in  writing  that  such  person  has  been  so  appointed  or  promoted. 

3.  If  a  requisition  is  made  calling  for  persons  having 
several  qualifications  ordinarily  covered  by  distinct  classes, 
the  Personnel  Administrator  may,  in  his  discretion,  certify 
from  any  class  persons  possessing  the  qualifications  called  for. 

4.  If  a  requisition  is  made  for  persons  to  do  work  for 
which  a  special  examination  has  been  held  and  no  special  list 
has  been  established,  but  the  duties  of  the  position  to  be 
filled  are  similar  to  those  of  positions  for  which  lists  have 
been  established,  the  Personnel  Administrator  may  certify  from 
the  established  list. 
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5.  The  Personnel  Administrator  shall  place  on  the  eligible 
list  below  the  names  of  disabled  veterans  as  defined  in  section 
one  of  Chapter  31  of  the  General  Laws,  the  names  of  blind  per- 
sons for  employment  by  any  state  department,  board  or  commis- 
sion in  the  office  or  offices  of  which  dictating  machines  are 
used  of  typists  to  take  dictation  solely  from  such  machines  and 
shall  certify  the  names  of  such  persons  upon  receipt  of  requi- 
sition. The  Personnel  Administrator  may  require  appointing 
authorities  to  identify  those  requisitions  filed  to  fill  posi- 
tions  subject  to   this   section. 

6.  Upon  receipt  of  a  requisition  for  full-time  service, 
the  names  of  intermittent,  recurrent,  part-time  and  reserve 
employees  appointed  on  a  permanent  basis  shall  be  certified,  in 
accordance  with  the  civil  service  rules  regarding  certifica- 
tion, to  a  position  with  the  same  title  in  the  same,  department 
or  division  of  a  department.  The  basis  of  certification  shall 
be  the  order  of  appointment  to  the  permanent  intermittent,  per- 
manent recurrent,  permanent  part-time  or  permanent  reserve  po- 
sition with  the  same  title  in  the  department  or  division  of  a 
department  for  which  requisition  is  made;  provided,  that  any 
person  so  appointed  shall  serve  a  full  probationary  period  in- 
cluding service,  if  any,  as  a  permanent  intermittent,  permanent 
recurrent,   permanent  part-time  or  permanent   reserve   employee. 


Rule   12. 
(Repealed   effective  January    1,    1981) 


MEDAL  OF   HONOR,      DISTINGUISHED  SERVICE   CROSS   OR  NAVY  CROSS 

Rule   13. 

1.  Applications  of  persons  for  whom  requisitions  for  em- 
ployment have  been  made  in  accordance  with  the  provisions  of 
the  fourth  paragraph  of  section  twenty-six  of  Chapter  31  of  the 
General  Laws  shall  be  in  the  same  form  as  required  for  all  oth- 
er  applicants   for  positions    for  which  employment   is   requested. 

CERTIFICATION  OF   OTHER  ELIGIBLES 
Rule  14.* 

1.  Whenever  (a)  an  appointing  authority  shall  make  requi- 
sition to  fill  one  or  more  positions  included  in  said  appoint- 
ing authority's  affirmative  action  plan  on  file  with  the  Per- 
sonnel Administrator,  and  (b)  the  Personnel  Administrator  has 
made  a  written  determination  substantiating  that  previous  prac- 
tices of  the  Division  and/or  of  said  appointing  authority  with 
respect  to  the  filling  of  such  position  or  positions  have  dis- 
criminated    against  members   of   a  group,   hereinafter  referred  to 


*Rule   14  expires   June   30,    1982. 
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as  a  protected  group,  on  the  basis  of  race,  color,  sex,  or  na- 
tional origin  in  contravention  of  any  provision  of  the  Consti- 
tution of  the  United  States  or  the  Constitution  of  the  Common- 
wealth, Title  VII  of  the  federal  Civil  Rights  Act  of  1964 
(P.L.  88-352*),  or  any  other  federal  or  state  statute,  the 
Administrator  may  then  certify,  in  addition  to  names  certified 
in  accordance  with  Rule  11,  the  names  of  a  like  number  of  indi- 
viduals who  are  members  of  the  protected  group  and  are  on  an 
eligible  list  for  such  position,  in  order  of  their  standing. 

2.  At  least  ten  days  prior  to  certifying  names  under  the 
provisions  of  section  one,  the  Personnel  Administrator  shall 
post  a  notice  of  his  intention  to  do  so  in  the  offices  of  the 
Division  of  Personnel  Administration  and  shall  mail  a  copy  of 
such  notice  to  the  appointing  authority,  with  instructions  to 
post  copies  of  such  notice  at  all  locations  where  persons  whose 
names  may  be  certified  under  the  provisions  of  section  one  may, 
if  employed,  be  assigned. 

3.  This  rule  shall  expire  two  years  from  the  date  on  which 
it  becomes  effective. 


APPOINTMENT 

Rule  15. 

1.  When  names  have  been  certified  to  an  appointing  author- 
ity under  Rule  11  and  the  number  of  appointments  actually  to  be 
made  is  n,  the  appointing  authority  may  appoint  only  from  among 
the  first  2n  +  1  persons  named  in  the  certification  willing  to 
accept  appointment,  e.g., 

when  the  number      the  appointing  authority 


of  appointments 

may  appoint  only  from 

to  be  made 

is: 

among  the  first 

1 

3 

2 

5 

3 

7 

4 

9 

5 

11 
persons  named  in  the 
certification  willing 
to  accept, 

provided  that  when  more  than  one  appointment  is  being  made,  the 
first  appointment  shall  be  made  from  among  the  first  three  per- 
sons whose  names  are  certified  and  who  are  willing  to  accept, 
the  second  appointment  shall  be  made  from  among  the  first  five 
persons  whose  names  are  certified  and  who  are  willing  to  ac- 
cept, the  third  appointment  shall  be  made  from  among  the  first 
seven  persons  whose  names  are  certified  and  who  are  willing  to 
accept,  and  so  forth.  For  the  purposes  of  this  section,  "ap- 
pointments" shall  include  promotions. 


*42  U.S.C.  2000c,  et  seq, 
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2.  If  an  appointing  authority  concludes  the  appointment  of 
a  person  whose  name  has  been  certified  to  it  would  be  detrimen- 
tal to  the  public  interest,  it  may  submit  to  the  Personnel  Ad- 
ministrator a  written  statement  giving  in  detail  the  specific 
reasons  substantiating  such  a  conclusion.  The  Personnel  Admin- 
istrator shall  review  each  such  statement,  and  if  he  agrees,  he 
shall  remove  the  name  of  such  person  from  the  certification  and 
shall  not  again  certify  the  name  of  such  person  to  such  ap- 
pointing authority  for  appointment  to  such  position.  For  the 
purposes  of  this  section,  "appointments"  shall  include 
promotions . 

3.  No  person  shall  be  regarded  as  appointed  to  a  full-time 
position  within  the  requirements  of  these  rules  unless  he  ac- 
cepts the  position  and  is  actually  employed  within  thirty  days 
from  the  date   of  receipt   of  notice   of  appointment. 

4.*  If  additional  names  are  certified  to  an  appointing  au- 
thority under  the  provisions  of  Rule  14,  said  appointing  au- 
thority may  appoint  by  selecting  from  among  the  number  of  per- 
sons specified  in  section  one  of  this  rule  and  from  among  a 
like  number  of  persons  whose  names  have  been  certified  under 
the  provisions  of  said  Rule  14.  This  section  shall  expire  two 
years   from   the   date  on  which  it  becomes    effective. 


PUBLIC  INSPECTION 

Rule   16. 

1.  The  records  of  the  proceedings  of  the  Commission  and  of 
the  Personnel  Administrator,  all  recommendations  of  applicants, 
and  all  applications,  which  by  statute  are  open  to  public  in- 
spection, shall  be  inspected  only  during  the  regular  working 
hours  and  shall  not  interrupt  the  normal  operations  of  the  Di- 
vision. 


NON-COMPETITIVE  APPOINTMENT 
Rule   17. 

1.  No  person  who  shall  have  failed  to  pass  any  non-compe- 
titive or  qualifying  examination  held  under  these  rules,  or 
held  under  the  provisions  of  any  statute,  shall  be  given  anoth- 
er non- competitive  or  qualifying  examination  for  the  same  posi- 
tion within  three  months    from   the   date  of  his   last  examination. 

REAPPOINTMENT  AND   REINSTATEMENT 
Rule  18. 
1.      No  examination  shall  be  required  upon   a  reappointment 


*Part  4  of  Rule   15  expires  June   30,    1982. 
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of  any  person  to  the  same  office  immediately  upon  the  expira- 
tion of  his  term  of  office. 

2.  A  member  of  the  uniformed  force  of  the  Boston  Police 
Department,  appointed  to  the  highest  rank  or  the  next  highest 
rank,  and  who  is  not  eligible  for,  or  does  not  accept  retire- 
ment from  said  highest  rank  or  the  next  highest  rank  shall, 
upon  ceasing  to  hold  said  positions  be  forthwith  reinstated  to 
the  same  position  in  the  classified  rank  or  class  in  which  he 
served  prior  to  his  appointment  to  the  highest  rank  or  the  next 
highest  rank. 

TEMPORARY  APPOINTMENT 
Rule  19. 

1.  A  person  certified  for  temporary  employment  to  boards 
of  assessors,  or  other  departments  in  which  temporary  employ- 
ment is  regularly  recurrent  at  stated  periods,  may  within  one 
year  from  the  cessation  of  such  employment  or  within  the  next 
calendar  year  be  again  employed  in  such  position. 

2.  The  acceptance  by  an  eligible  of  a  temporary  appoint- 
ment shall  not  affect  his  standing  on  the  eligible  list  for 
permanent  appointment. 


PROMOTION 
Rule  20. 

1.  Except  as  otherwise  provided  by  law,  examinations  for 
promotional  appointment  shall  consist  of  (1)  a  marking  of 
training  and  experience  and  (2)  at  least  one  other  component, 
such  as,  but  not  limited  to,  a  practical  test,  a  written  test, 
or  subject  to  law,  an  oral  examination;  provided  that  in  the 
case  of  examinations  for  promotion  to  positions  defined  as  man- 
agerial pursuant  to  the  General  Laws,  the  second  component  may 
consist  of  an  evaluation  of  employee  performance  conducted  in 
accordance  with  the  provisions  of  Rule  23.  The  term  "seniority 
of  service  in  chapter  31,  section  3,  clause  (e)  shall  be  inter- 
preted to  refer  to  service  after  certification  in  the  depart- 
ment for  which  the  examination  is  held.  Where  the  subject  of 
training  and  experience  is  part  of  an  examination,  credit  shall 
be  allowed  in  marking  such  subject,  in  accordance  with  a  sched- 
ule prepared  by  the  Personnel  Administrator,  for  seniority  of 
service,  for  service  in  the  department  on  a  provisional  basis 
in  a  position  other  than  that  for  which  the  examination  is 
held,  and  for  other  service,  whether  within  or  without  the  de- 
partment, which  is  related  to  such  position.  Nothing  in  this 
rule  shall  be  deemed  to  limit  the  authority  of  the  Personnel 
Administrator  to  determine  the  weight  and  scope  of  examina- 
tions, as  provided  by  law. 

2.  In  competitive  examinations  for  promotion  to  any 
position  in  the  Classified  Official  Service  the  Personnel  Ad- 
ministrator shall  add  two  points  to  the  general  average  mark 
obtained  by  any  veteran,  as  defined  in  General  Laws,  Chapter 
31,  section  one,  providing  such  veteran  has  first  obtained  a 
passing  mark  in  said  examination. 
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3.  No  permanent  employee  shall  be  regarded  as  promoted 
within  the  requirements  of  these  rules  unless  he  is  actually 
employed  in  the  position  to  which  he  is  promoted  within  thirty 
days  from  the  date  of  receipt  of  notice  of  promotion.  If,  how- 
ever, his  promotion  is  approved  by  the  Personnel  Administrator 
while  he  is  serving  temporarily  in  a  position  of  the  same  or 
higher  grade,  he  may  continue  to  serve  in  such  position  as  au- 
thorized by  the  Personnel  Administrator,  and  his  permanent  pro- 
motion shall  not  be  affected  by  such  temporary  employment  in  a 
different  grade  notwithstanding  the  fact  that  he  is  not  actual- 
ly employed  in  the  position  to  which  he  has  been  promoted  dur- 
ing said  thirty  days. 

Rule  21. 
(Repealed  effective  May  1,  1981) 

Rule  22. 
(Repealed  effective  May  1,  1981) 


PERFORMANCE  EVALUATION 

Rule  23. 

The  performance  of  each  employee  of  the  Commonwealth  serv- 
ing under  civil  service  appointment  in  a  position  defined  as 
managerial  by  the  General  Laws  shall  be  evaluated  not  less  than 
once  each  year  by  the  person  to  whom  such  employee  reports,  ac- 
cording to  procedures  specified  by  these  rules  and  approved  by 
the  Administrator. 

Such  evaluation  shall  be  in  writing  and  shall  be  maintained 
as  part  of  the  employee's  records  by  his  appointing  authority 
until  such  employee  leaves  civil  service  employment  or  as  oth- 
erwise prescribed  by  the  Administrator. 

Prior  to  each  evaluation  period,  the  person  to  whom  the  em- 
ployee reports  shall  discuss  with  the  employee  the  performance 
dimensions  and  the  forms  and  procedures  to  be  utilized  in  eval- 
uating the  employee's  performance.  The  employee  shall  be  in- 
formed that  such  evaluation  may  be  utilized  as  a  component  in 
subsequent  promotional  examinations.  After  each  evaluation  has 
been  conducted,  the  person  who  conducted  such  evaluation  shall 
confer  individually  with  the  employee  concerning  the  results 
thereof.  The  employee  shall  sign  such  evaluation  and  shall 
state  whether  he  agrees  or  disagrees  with  the  content  thereof 
and  his  reasons  for  such  disagreement,  if  any.  Such  statements 
shall  be  maintained  as  part  of  the  employee's  record  in  the 
same  manner  as  the  evaluation  itself. 

The  employee  shall  be  given  a  copy  of  each  such  evaluation, 
and  he  may,  at  any  time,  add  material  to  his  records  which  re- 
flects favorably  on  the  performance  of  his  duties. 
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The  provisions  of  this  rule  shall  also  apply  to  any  civil 
service  employee  who  may  be  eligible  for  promotion  to  a  mana- 
gerial position,  upon  the  consent  of  such  employee. 

The  procedures  established  by  the  Administrator  pursuant  to 
this  rule  shall  include  a  procedure  for  appeal  by  an  employee 
to  his  appointing  authority  concerning  his  evaluation. 


THE  CLASSIFIED  LABOR  SERVICE 
Rule  24. 

24.1.  The  Administrator  shall  designate  positions  subject  to 
the  civil  service  law  and  rules  whose  duties  are  such  that 
suitable  selection  therefor  may  be  made  based  upon  registration 
in  the  manner  provided  by  section  twenty-eight  of  chapter  thir- 
ty-one of  the  General  Laws.  The  composite  of  such  positions 
shall  constitute  the  classified  labor  service,  which  shall  be 
subject  to  the  provisions  of  the  foregoing  rules  insofar  as 
such  rules  are  not  inconsistent  with  the  following  rules  espe- 
cially applicable  to  such  service. 

24.2.  The  classified  labor  service  shall  be  divided  into  three 
classes:  (I)  Laborers;  (II)  Skilled  Laborers;  (III)  Mechan- 
ics and  Craftsmen.  The  Administrator  shall  establish  suitable 
titles  within  each  of.  these  classes  and  shall  provide  for  the 
registration  of  applicants  and  the  establishment  of  registers 
according  to  such  titles.  An  appointing  authority  may,  subject 
to  law,  fill  positions  in  any  class  by  original  or  promotional 
appointment. 

24.3.  The  provisions  of  these  rules  shall  apply  to  all  labor 
service  employees  in  the  service  of  the  Commonwealth  unless 
specifically  exempted  by  law,  and,  subject  to  law,  to  labor 
service  employees  of  the  cities  and  towns. 


ESTABLISHMENT  OF  MINIMUM  REQUIREMENTS 

Rule  25. 

25.1.  The  Administrator  may  require  applicants  to  undergo 
physical  examination  to  determine  their  fitness  to  perform  the 
duties  of  positions  for  which  they  apply. 

25.2.  The  Administrator  may  require  a  practical  test  for  Class 
II  and  Class  III  positions  and  may  establish  minimum  require- 
ments, including  experience  requirements,  in  addition  to  those 
imposed  by  law  for  any  labor  service  position. 

25.3.  In  case  any  applicant  is  found  by  the  Administrator  to 
be  unfit  or  in  any  way  unqualified  to  perform  the  duties  of  the 
position  which  he  seeks,  his  name  shall  not  be  entered  on  the 
register;  and,  if  on  the  register,  it  shall  be  removed  there- 
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from  after  notice  and  the  opportunity  for  hearing,  and  the  rea- 
son shall  be  entered  on  the  records  of  the  Administrator. 


REQUISITION  AND  CERTIFICATION 
Rule  26. 

26.1.  When  positions  are  to  be  filled  in  the  labor  service, 
the  appointing  authority  shall  make  requisition  to  the  Adminis- 
trator or  to  the  local  labor  service  director,  stating  the  num- 
ber of  vacancies  to  be  filled,  the  precise  nature  of  the  work 
to  be  performed,  the  time,  place,  and  probable  duration  of  em- 
ployment, and  the  pay  to  be  given. 

26.2.  If  the  appointing  authority  requests  in  its  requisition 
the  certification  of  persons  with  experience  in  the  department, 
preference  shall  be  given  in  certification  to  all  persons  who 
have  served  at  least  one  year  after  certification  in  such  de- 
partment in  the  same  title  for  which  requisition  is  made,  pro- 
vided such  persons  have  not  been  discharged  for  cause  or  have 
not  resigned  with  charges  pending.  If  such  service  was  per- 
formed on  an  intermittent  or  part-time  basis,  the  appointing 
authority  shall  submit  proof  that  such  persons  have  accrued  em- 
ployment equivalent  to  one  year  of  full-time  employment. 

26.3.  When  a  requisition  is  received  for  temporary  service, 
the  employment  of  the  persons  appointed  shall  continue  only  for 
the  time  stated  in  the  requisition,  unless  the  Administrator  or 
local  labor  service  director  shall  otherwise  direct. 

26.4.  Whenever  the  Administrator  or  local  labor  service  direc- 
tor is  unable  to  fill  a  requisition,  he  may  authorize  the 
appointing  authority  to  make  a  provisional  appointment.  The 
person  so  selected  shall  register  forthwith. 


ORIGINAL  APPOINTMENT 
Rule  27. 

27.1.  Selection  and  original  appointment  shall  be  made  as  pro- 
vided in  Rule  15. 

27.2.  The  appointing  authority  shall,  within  the  time  indicat- 
ed on  the  certification,  report  to  the  Administrator  or  the 
local  labor  service  director,  in  a  form  prescribed  by  the  Ad- 
ministrator, which  of  the  persons  certified  have  been  selected 
for  original  appointment.  The  appointing  authority  shall,  at 
the  same  time,  submit  appointment  forms  supplying  such  informa- 
tion as  the  Administrator  may  require. 

27.3.  Every  person  whose  name  is  entered  on  a  register  shall 
be  informed  in  writing  of  (a)  his  right  to  request  investiga- 
tion by  the  Administrator  of  any  appointment  or  employment 


-12- 


which  he  alleges  to  be  unlawful  and  (b)  his  right  to  appeal  the 
decision  of  the  Administrator  to  the  Civil  Service  Commission. 


REMOVAL  FROM  AND  RESTORATION  TO  THE  REGISTER 

Rule  28. 

28.1.  If  any  person  certified  fails  to  respond,  declines  the 
employment  offered,  or  fails  to  report  for  work  after  signify- 
ing his  willingness  to  accept  the  position,  the  appointing  au- 
thority shall  so  inform  the  Administrator  or  local  labor  ser- 
vice director,  and  the  name  of  such  person  shall  be  removed 
from  the  register. 

No  person  whose  name  is  so  removed  or  whose  name  is  re- 
moved for  any  other  reason  set  forth  in  these  rules  shall  have 
his  name  restored  to  the  register  unless  he  makes  request  in 
writing  within  six  months  from  the  date  of  such  removal  and 
provides  a  satisfactory  written  explanation  to  the  Administra- 
tor. 

28.2.  If  an  applicant  whose  name  is  registered  for  more  than 
one  title  accepts  a  permanent  appointment  to  any  position  in 
the  labor  service,  the  Administrator  or  the  local  labor  ser- 
vice director  may,  after  giving  written  notice  to  such  appli- 
cant, remove  his  name  from  the  register  for  any  other  title  in 
the  same  class. 

28.3.  Any  person  whose  service  has  been  terminated  without 
fault  on  his  part  during  his  probationary  period  shall  have  his 
name  restored  to  the  register  for  the  remaining  period  of  his 
eligibility. 


PROMOTIONAL  APPOINTMENTS 
Rule  29. 

29.1.  Promotional  appointments  and  changes  of  position  under 
the  provisions  of  section  29  of  Chapter  31  shall  be  made  from 
among  the  same  number  of  persons  with  the  greatest  length  of 
service  as  the  number  specified  in  making  appointments  under 
Rule  15,  provided  that  such  persons  possess  the  required  quali- 
fications and  serve  in  eligible  titles,  as  determined  by  the 
Administrator.  If  there  are  less  than  the  requisite  number  of 
persons,  selection  may  be  made  from  the  lesser  number.  One 
year  shall  be  added  to  the  length  of  service  of  veterans,  as 
defined  in  section  one  of  Chapter  31,  for  the  purpose  of  com- 
puting length  of  service  under  this  rule. 

29.2.  The  appointing  authority  shall  report  each  promotional 
appointment  to  the  Administrator  or  the  local  labor  service 
director  in  a  form  prescribed  by  the  Administrator  and  shall 
certify  that  such  promotion  is  in  accordance  with  the  civil 
service  law  and  rules. 
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DELEGATION  OF  LABOR  SERVICE  FUNCTIONS  TO  CITIES  AND  TOWNS 

Rule  30. 

30.1.  The  Administrator,  after  consultation  with  the  mayor, 
city  or  town  manager,  or  board  of  selectmen  in  each  city  or 
town  in  which  labor  service  positions  are  subject  to  the  pro- 
visions of  the  civil  service  law  and  rules,  shall  designate  in 
writing  a  local  labor  service  director  for  each  such  city  or 
town,  who  shall  continue  in  such  capacity  until  such  time  as 
another  person  is  so  designated. 

30.2.  Each  such  local  director  shall,  not  less  than  once  every 
three  months,  publish  a  notice  in  a  weekly  or  daily  newspaper 
of  general  circulation  in  his  city  or  town  advising  the  public 
of  the  existence  of  a  labor  service  in  such  city  or  town  and  of 
the  manner  in  which  application  may  be  made  for  original  ap- 
pointment to  positions  in  such  service.  If  a  vacancy  occurs  in 
a  position  in  such  service  for  which  there  are  no  available 
applicants  registered,  such  local  director  shall  advertise  and 
post  a  notice  or  notices  of  such  vacancy,  as  prescribed  by  the 
Administrator,  inviting  applications  for  such  position. 

30.3.  Said  local  director  shall  receive  applications  from,  and 
make  provision  for  the  registration  of,  applicants  for  posi- 
tions in  the  labor  service  in  his  city  or  town  in  the  manner 
provided  by  the  civil  service  law  and  rules  and  as  may  be  fur- 
ther required  by  the  Administrator. 

30.4.  Appointing  authorities  in  each  such  city  or  town  shall 
make  requisition  to  fill  positions  in  the  municipal  labor  ser- 
vice to  the  local  labor  service  director,  according  to  the  civ- 
il service  law  and  rules  and  in  such  manner  as  may  be  pre- 
scribed by  the  Administrator. 

30.5.  Each  such  local  director  shall,  upon  receipt  of  a  requi- 
sition, certify  to  the  appointing  authority  the  names  of  per- 
sons eligible  for  original  appointment  as  provided  by  the  civil 
service  law  and  rules.  Each  appointing  authority  shall  select 
persons  for  original  appointment  from  among  such  names  in  the 
manner  provided  by  such  law  and  rules. 

30.6.  Each  such  local  director  shall  maintain  rosters  of  labor 
service  employees,  by  title,  for  each  departmental  unit  in  his 
city  or  town  in  the  manner  specified  by  section  71  of  Chapter 
31. 

30.7.  The  Administrator  shall  perform  a  random  audit  of  appli- 
cations, registers,  requisitions,  certifications  and  reports 
thereon,  original  and  promotional  appointments,  and  rosters  not 
less  than  every  six  months  in  each  city  or  town  to  which  this 
rule  applies . 
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All  registers,  requisitions,  certifications  and  reports 
thereon,  records  of  appointment,  or  copies  thereof,  and  rosters 
shall  be  readily  available  for  public  inspection  at  the  city  or 
town  hall  or  offices  during  regular  business  hours.  Notice 
shall  be  posted  at  the  location  where  such  documents  are  made 
available  advising  applicants  of  their  right  to  appeal  to  the 
Administrator  and,  if  they  continue  to  be  aggrieved,  to  the 
Civil  Service  Commission  with  respect  to  any  alleged  irregular- 
ities. 


APPROVAL  OF  STATE  AND  MUNICIPAL  APPOINTEES 

Rule  31. 

1.  Before  approval  of  the  appointments  of  treasurers, 
stewards,  business  managers,  adjutants  and  assistant  adjutants 
in  the  institutional  service  of  the  Commonwealth,  and  assistant 
treasurers  in  the  Department  of  Mental  Health  and  the  Soldiers' 
Home  in  Holyoke,  the  Personnel  Administrator  may  request  from 
the  appointee  and  the  appointee  shall  furnish  such  information 
as  may  be  requested  relative  to  his  age,  residence,  training, 
experience,  character,  and  qualifications  in  such  form  as  the 
Personnel  Administrator  may  require.  The  Personnel  Administra- 
tor may  provide  for  an  oral  interview  and  may  require  other 
satisfactory  evidence  to  determine  whether  the  applicant  is 
qualified  therefor,  and  the  appointing  authority  shall  furnish 
all  personal  records,  correspondence,  papers,  petitions,  recom- 
mendations and  protests  in  his  possession  relating  to  the  ap- 
pointee. 

The  provisions  of  this  rule  shall  also  apply  to  any  office 
or  position  in  a  municipality  where  approval  of  the  appointment 
by  the  Personnel  Administrator  or  the  Commission  is  required  by 
statute. 


MEETINGS  AND  HEARINGS 
Rule  32. 

1.  The  Civil  Service  Commission  shall  meet  on  not  less 
than  three  days  each  week  for  the  purpose  of  conducting  its 
business,  unless  for  good  and  sufficient  reasons  it  shall  oth- 
erwise determine. 

2.  The  Commission  shall  by  vote  and  after  public  hearing, 
adopt  and  publish  rules  of  practice  and  procedure  for  use  in 
hearings  before  it  and  may,  in  like  manner,  amend  such  rules. 
One  or  more  commissioners  or  a  hearing  officer  designated  by 
the  Chairman  shall  preside  at  such  public  hearing,  and  at  least 
twenty-one  days  prior  to  the  date  thereof  the  Commission  shall 
(a)  post  the  proposed  rules  or  amendments  in  a  public  place  in 
the  offices  of  the  Commission;  (b)  cause  the  text  of  the  pro- 
posed rules  or  amendments  to  be  published  in  the  Massachusetts 
Register  or  in  two  newspapers  of  general  circulation  in  the 
Commonwealth;  and  (c)  mail  or  deliver  notice  to  the  last  known 
address  of  any  person  or  organization  which  has  filed  a  written 
request,  subject  to  renewal  each  December,  to  receive  such  no- 
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tice.  Such  notice  shall  state  that  the  rules  or  amendments  are 
proposed  to  be  adopted  under  the  authority  of  this  rule,  shall 
give  the  time  and  place  of  the  public  hearing,  and  shall  state 
the  text  or  describe  the  substance  of  the  proposed  rules  or 
amendments  < 

No  rule  of  practice  and  procedure  adopted  or  amended 
under  this  rule  shall  be  effective  until  at  least  three  weeks 
after  an  attested  copy  of  such  rule  or  amendment  has  been  sub- 
mitted to  the  Secretary  of  the  Commonwealth  for  publication  in 
the  Massachusetts  Register. 


APPEAL 
Rule   33. 

1.  The  Commission  may  decline  to  entertain  any  appeal  from 
any  decision  of  the  Personnel  Administrator  not  received  within 
thirty  days  of  the  date  of  the  giving  of  notice  by  the  Person- 
nel Administrator  to  the  appellant,  or  in  cases  of  appeals 
regulated  by  statute  within  any   lesser   period  provided  therein. 


DELEGATION  OF  FUNCTIONS 

Rule   34. 

1.  Pursuant  to  Section  2A,  clause  (1)  of  Chapter  31  of  the 
General  Laws,  the  Personnel  Administrator  may  with  the  approval 
of  the  Commission,  on  his  own  initiative  or  in  response  to  a 
request  made  by  the  mayor  of  any  city  with  the  approval  of  the 
city  council,  the  selectmen  of  any  town,  or  the  manager  of  any 
city  or  town  having  the  manager  form  of  government,  delegate 
the  administration  of  civil  service  functions,  so  far  as  prac- 
ticable,   to  such  city  or  town. 


SUBPOENAS 
Rule  35. 

1.  Any  subpoena  issued  by  the  Civil  Service  Commission  or 
the  Personnel  Administrator  or  any  authorized  representatives 
thereof  may  require  the  attendance  and  testimony  of  witnesses. 
The  subpoena  shall  be  issued  in  the  name  of  the  Personnel  Ad- 
ministrator or  the  Secretary  to  the  Civil  Service  Commission  or 
any  authorized  representatives  thereof  in  the  form  prescribed 
by  them  and  served  in  the  usual  manner  when  issued  at  the  re- 
quest  of   parties   to   proceeding  before   the  Commission. 


-16- 


